QUEST - Employer User Guide

Introduction

REQUEST FOR 940 CERTIFICATION

This section of the document will show how an authorized user can request for 940
Certification for an employer account. 940 Certification provides a summary of
Massachusetts taxable wages reported by an employer and the total amount of
FUTA eligible Massachusetts tax paid into the Massachusetts UI Fund for a
designated year. This information is used to report to the IRS and the system
provides the capability of running this report on demand.

Step-by-Step Instructions:

1. Navigate to the payment home page, using the instructions in the section - *‘Navigating to Payments’.

2. Click on the link ‘Request for 940 Certification’. The following screen will appear.

Change Password | Logoff

* |Indicates Required Field

Employer Home

FAQYContact Us
Workflow - by Inbox
Account Maintenance
Benefit Charge Activities
Collections
Caorrespondence
Emplayment and Wage Detail
Reporting
History
Payment Information
v Cancel Payments
* Payment Account
summary
v Search Payments
* Request for 940
Certification
* Request Payment Plan

User Maintenance

Employer Information
Employer Account Number: 1000

Employer Name: TEST CORP

Request for 940 Certification

Summary of Massachusetts taxable wages reported by this employer and the total amount of FUTA sligible Massachusetts tax paid into the
Wassachusetts LI Fund for a designated year. This information is reported to the IRS and indicates the amounts to be reported on the Federal Form
940 {non-domestic employer)

The FIUTA Credit may also be referred to or used in canjunction with the following terms or forms:
Employver's Annual Federal Unemployment (FIUTA) Tax Retun

Emplover Account Abstract

Federal Form 940

Federal Form 940C

Proof of Credit

Re-Certification of LIl Taxes

Search Year

Year. 2008 [*
e

3. Enter the year the 940 information is requested for. Click on ‘Search’.

4. The following screen will appear, displaying the summary of Massachusetts taxable wages reported by
the chosen employer for the designated year.
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Warkflow - by Infbox
Account Maintenance
Benefit Charge Activities
Caollections
Correspondence
Employment and Wage Detail
Reporting
History
Payment Informatian
* Cancel Payments
¥ Payment Account
Summary
* Search Payments
* Request for 940
Certification
* Reguest Payment Plan

User Maintenance

Request for 940 Certification

Summary of Massachusetts taxable wages reported by this employer and the total amaount of FUTA eligible Massachusetts tax paid into the
MWassachusetts Ul Fund for a designated year. This information is reported to the IRS and indicates the amounts to be reported on the Federal Form

940 (non-domestic employer)

The FUTA Credit may also be referred to or used in conjunction with the following terms or forms

« Employer's Annual Federal Unemployment (FUTA) Tax Return
« Employer Account Abstract

« Federal Form @40

« Federal Form @40C

« Proof of Credit

s Re-Cerification of Ul Taxes

Search Year

Year |2008 &

S T

940 Certification Search Results

Subject Date:
Suspense Date:

Diate of Recertification:
Year of Recertification:
State:

Employer Name:
Address:

Employer Account Mumber (EAM):

Faderal Employer Identification Number (FEINY:

2008 Massachusetts Ul Taxable Wages :

2008 Massachusetts Taxable Wage Base (effective ).
hWassachusetts Ul Caontribution Rate:

Taxes Paid Prior To 2/1/2008:

Taxes Paid 2/1/2008 to 2/10/2008:

Taxes Paid After 2/10/2008:

91912009

101212009

2008

Massachusetts

TEST CORP
ACON ST.

BOSTON MA 02116

1000

00-0000000

$0.00

$0.00

0.00%

$0.00

$0.00

$0.00

For an unofficial copy of this re-cerification, print this screen_ If you have any guestions about these results, contact DUA at (617)-626-6898

5. This screen can be printed for an unofficial copy. Click *‘Next’ to continue requesting an official copy.
On the screen that appears (as shown in the next page), enter the addresses to which the official 940
Certification correspondence should be sent.
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Change Password | Logoff

Ermployer Home

FAQ/Contact Us
Wyorkflow - hy Inbox
Account Maintenance
Benefit Charge Activities
Callections
Caorrespondence
Employment and Wage Detail
Reporting
History
Payment Information

* Cancel Payments

¥ Payment Account

Summary
» Search Payments

* Request for 940
Certification

v Request Payment Plan

User Maintenance

Employer Information
Employer Account Mumber. 1000

Employer Mame: TEST CORP

940 Certification Search Results

Subject Date: 91912009
Suspense Date:

Date of Recertification:
Year of Recertification:
State:

Employer Name:
Address:

10/13/2009

2008

Massachusetts

TFST CORP
\CON ST.

BOSTON MA 02116

1000

00-0000000

$0.00

$0.00

0.00%

$0.00

$0.00

$0.00

Employer Account Number (EAMN):

Federal Employer |dentification Number (FEIN):

2008 Massachusetts Ul Taxable Wages :

2008 Massachusetts Taxable YWage Base (effective .
MWassachusetts Ul Caontribution Rate:

Taxes Paid Prior To 2/1/2009:

Taxes Paid 2/1/2008 to 2/10/2009:

Taxes Paid After 2/10/2009:

To the Director of Internal Revenus: the recards of this office disclosed that the individual or arganization made payments as indicated to the
Massachusetts Ul Fund for the calendar year showwn

Additional Correspondence Notes
Comments will be included in correspondence.

Addresses

‘
g
<

Tl e

T B i et BT

address information below:
Ohail to

R Wt g LTI I ) s T e et A o o T e e TR 1 et DT s e e

Attention
Address Line 1
Address Line 2

City.
State: | w4 - Massachusetts
Zip Code \

O hail to:

Attention
Address Line 1
Address Line 2

City
State: | w4 - Massachusetts
Zip Code \

G T oo

6. Click on ‘Submit’ to complete the process and the following confirmation will appear.

Change Password | Logoff

|:m|r|lr| er Home

FAQ/Contact Us
Wyorkflow - by Inbox
Account Maintenance
Benefit Charge Activities
Caollections
Caorrespondence

Franlnwement and Wiane Netail

Employer Information

Employer Account NMumber: 1001 Employer Mame: TEST CORP

The official re-certification correspondence has been submitted
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